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OFFICE OF THE SECRETARY OF STATE 

RE,CORDS WNAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE EPARIMENT AND H,STORy 

FOR AGENCY USE 
Application Dote 

~ 

Application Number 

1. Agency Address F O R R E C O R D S M A N A G E M E N T W E  
Department of E u c a t i o n  Awliclliion N u m b r  
Office of Ins t ruc t iona l  Services 
Division of Ins t ruc t iona l  Media Services 
Media Field Services, #2054 Twin Towers E. 
Atlanta,  Georqia 30334 D E C  1 4 1982 1KN-22 1983 

€33- 17 
h r e  R m i v e d  Dan Completed 

c. 0 Amend Application No. Checkone: 0 Change; 0 Supercede; 0 Void t 4. Dates of Series I 5. Remtds Series Title ( f o l l w d  by ritle used in office; if different) 

I 
Lener-size drawers ; Legal-:ize drawers ;Shelves ; Other frpecifyl 

College Media Training Program Consultative F i l e s  I Earliest I 1975 I To Sate  _. I 
6. Division and Office Function What  is t h e  function of the Division and the Office in which this record series is oeated? 

7 
Media f i e l d  Services provides consul ta t ive and technical  ass i s tance  i n  planning. 
orsanizins ,  administering and e v a l u a t i n ~  media programs i n  l o c a l  systems, implementing 
S ta t e  Board Policy on in s t ruc t iona l  mater ia ls  and equipment i n  l oca l  systems, condiicting 
workshops for me6ii personnel, workinq w i t h  col leges ,  C E S h  and others t o  improve media 
progrm development, and reviewing a d  mdcins recommendations concerning plans for media 
f a c i l i t y  renovation and construction. 

7. Record Series Description 

Documntsrelatingto: 

T h i s  file cvntains the following documents (include form numbers and tirles. if myJ: 
Attach samples of the file. 

Recommending consul ta t ive services and assis tance t o  colleqes and 
univers i t ies  i n  t!!eir development of media t ra in ing  programs for s t a t e  approved coursework 
tha t  meets the nee& of personnel i n  the f i e l d  of education i n  Georgia as  w e l l  as students 

become s t a t e  c e r t i f i e d  i n  media. 

Correspondence, handbwk sm,2les, reports  of review f o r  t ra in ing  prqram approVal, colle5e 
and m i v e r s i t y  media program se l f - s tud ies ,  approved p r s rams  of s t u d y ,  newsletters,  and 
releted documents. 

isarran*d: Alphabetically by college or universi ty  name 

8. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 
3 6 : Seven to twelve months old ; Thirteen to twenty-four months old 

twentv-!& months and older A? 
9. Annual Rate of Accumulation of Rcoords 



YES 

s 

11. Retention Requirements The following requires thc series to be kept: 

a. State Law YWrS. d. Audit p r i o d  years. 
b. Statute of limitation years. c. Adminisratin need 3 years. 
c. Federal law years. 1. Federal retention instructions years. 

Attach wpy  or exert  of lows or regulations. Explain administrative need. 

Office reference requirement ~. ~. 

12. Approved Disposition Instructions This aoency recommends tha t  the f i le series be cm OH a t  the  end of each: 
C Calendar Year; Fiscal Year; I3 Other See then, 

G Hold in the current files area monthb) year(r1; then 
D Transfer to local holding area: hold 
0 Transfer to %ate Rewrds Center: hold 
C Destroy. 
0 Trader  to State Archives for permanent retention. 
5 Other ISpecifyl 

~ 0 1 ~  &ia program approval plan i n  current files unt i l  superceded, then destroy. 
ccrrespcndence and a l l  other items for three years, then destroy. 

vearisl; then 
year(s1; then 

: 

HOM 

NC 10. Questionnaire (Place an "X" tn the proper wlumn) 
a. I s  this the official mpy of tht series? 

If not. where i s  it? 
b. Does the series wntain confidential information requiring secur.ky handling? If  yes. a t e  law or regulation. 

- - 
X 

There instructions apply to al l  prior and future accumulations of the series. 

Rewmmenda:ions in para- 
graph 12 are rpproved. 
IIf dispprowd, attach lener 
d expianation.) 

Atrorncv G e m r n l l k i o n e e  


